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OUTLLNZ OF PEISTHET APPLICATIONS o FLUICU Dl ARDY IETHOT

\

1. The punchodwcard melhod has beon contimuously enployed in
CIA sluce February 1947. Tho method wns first spplied %o the noods
of indoxing intolliyeuse inforasiion and 4o obher fatolli-oncs
probloms end wag lnter extended to accounting and edminisSrabive
recard keapling problomse Iaring this poriad, rapid pProsress wng
nede in dovelopnomt snd Lnstallablon of procedurcs end the trainineg
of operating pergeancls Delinlie continuoun advenbtures and BAVINZS
are being realized from the establizhod proceiuros end Surthar ade
vattages will acerue as the method ls exbended to ofher work as
describod In Tabe B and © of 4his rovorts. A briol hisbory of the
presand appllcotions end rosulbtant adventazos and savings is conw
talnod In thoe following parasraphne

e Indoxeas of Intollircnes Inforaetion.

Ge In 1946 when the oporational regulrosents of the Agsnaey
were balng determined, 4t wos ronlizod that the vash nsount of
intrllizenea dala o be rocelved rush be indexod by 8 moathod
wadeh would provide a fash e aocurate momig of elagsifying,
indexing end loceting spoolfic dalt upom ruquests Docause sped
cnd accursoy are sssontisl in oalielying sx futelli-unco voguont,
tho umial nelhodg and procadures of indexing, finding, corrslai-
ing end llsting the informemiion nvallablo for dissomination wore
found to be inndogquate when nensured by CIA requirsmonily snd
atmndards.  Therefore, o mathod and a procodurs wasz raguired for
sro0dily rocording the portinent duba in n medium whiceh oould ba
mechenleally fllod, seloctod, gorrelstod mnd lisSed with epoed
and ecourasye

be Alter thoraurh fnvestization of muwrous possibla solue
tiong, the punchudmcard molhod was selestod becauze of its
Ploxlbility, spoed and accuracy.

¢s Tho task of adapting the methodis the Agoneyty reods wes

storlod in the Jabler pert of 1948, Tho procedurcs Lol I|. aggé:l
I

ogistor |
| now mRINGEINOD by Gho 00, wan develorod
firebe The pocossery punchos T e wai deliverad In

Pebrunry 1047, and $ho procedures were placed in effoctse

de  Similarly, proceduros for indoxing docurmbery, prepble,
blomrephical end dndusbtrinl indelll-enco dudz wora iy tho procoss

of develeproat ead wore made ol foetive during 1047
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¢e A zpscial gystom war dovelopad to provide s moany of
Areagaltting aod roproducing abstirachs of Indexod documonia
unon remmests The syston Includou the use of gpacial feeosinlle <
eqgalpmant dosizasd %o nutomaliecslly Teod solncted indox cnxds,
goom Sho abstrocta of deowsnrds welllon Yhareon, Lranswlits e
soosmed data o rocelvors locsbed in tho Llwrery end othor ofe
fieos of OlA. Tas facsimile machines wors dovelopod end pro=-
Mcad So rest specifionlions provided Wy tho Agencye Thls &= !
o ip now knom ez he Intollo-fax Syatone L

o Dunchodesard procedures wore develsped for ths purpose

of profueing sagotlcers of plaos nemes Dor Lho TIR Projrofie-

To dete gogobboors for &7 countrios and 203,600 placa aanes lLeve
beon conplotods Thls work was storboed in Hay 1943.

e An index of tho publishod Forelin broodenat Inbteroopts
‘wag epieblished on & manchedwcard basis in Hay 1947, and ig now
the only complate index %o tho pempblote published after April
1247 A ~ .

he Soparate insiallations of mnchines wers mede in 50 Come
samientions Divialon/ 010, end the Spocial Research Conters The
procedures and resalis obtelned by these twe installatious are
of & oluasified molure.

Ze Acgounsing and Adnluisirative Rocord Toopiny Problems.

e 70 punchedecerd procedurss ant Hthe nannor of using the
mantdeos for Iutollinencs problows ere unlquoe. Toe mosl wilvorsal
end Dost lwows seplicoilous of the panohodesard swthod are found
tn 4he flold of ecstwunbing and sduislelrailye record oopiise <

The advanteces 38DHe dofavod (roa mueounting applicationa wora
voosopnizod and, dun the fll of 1247, tho Adniniebraiive irojfoctn
fyandl was attablisghod in the procent Fachilne Totieds Division,
0D, Yo perfora sesauabing end adoinigliratlive redourds worlk on o
panoked=onrd basls for the Aduinlsizative 3Uefl of (id. The
woprle of draftine sroagadures for scsouanbing and rolatod acdulnige
rative rocord ooplns Joba werg seconplishod as rapidly as Dpoge
gible with 4o liadsed mubor of avallsble mehino persenuel
primrily ongeoed in esbablishlng and wmelutaining the Inballie
ponce indoxng. - :

be AL the };)rwazm Fhmo, tho Iollowing Jobs ars belng per-
forod on s currend basisr
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(3} Dersomuel Statisticnl Recordsj
"{(28) Torsomisl Qualifiontion Recordsg
{3) Peraomnel Stromgth Rapertingy
{4) Applicant !f Pliontion Rogordsy |
{6} Applicent Qualificabion Rocordsy

{6} TIhysioad Invonbory and Recswollistion of Yarte
“houge Stoek Sor Spsolel Supoorh Stelly

N

(?) Porsommol Fosivion Cowirel, GCD3

(3) Book and Poriodical Subscriptlon Furchase Record,
CIA Livrarys _ ' ‘
{9) ilachine Utilizailon Resordes
The shovo jJobe Jlstod above ars cx:ly the begiminz of & prograa
Lfor applylay punclodecard mstlhod to the Agenoy's aceounting and
record keeping problemss Additional spplications are cutlived in
Tabas B and Cu

G Advanberon end Savings Faallzoda

fe Ginow Jenuary 1047, the date of the first mechine insinllaw
tien, the use of the punssedwenrd mwthod has boon tastad, alizrad,
daveloped end ozpandode Thae yrocodures in offect for iLhe vurlous
latellionee ropistors are osrblmously bolng gludied snd rovized
o produce the desired resmults nors erpodiiiously ond off'telantlye
fow procedurcs are dovoloped do nset now or ehoused intel liromes
roquirementes. In some eaacs plans heve boesn hold In wE7ANco talte
dng the dovelopmont and Inatallntion of spocial emipmont.

be A& faw of the advantacos vhich havo boon realized %o dale
are llstod bolave

(1) Tho sevarel typos of indox filon now eontaly willions
of Lloms of lotrlilpence inloraatlon wud those itons ars
aubonniieally and gqulakly locsted snd mroducod wnan roguaste
Lo _fave acconpliszhod the eads dosired ualoy a mwmal or sonie
mamsal mathod would huve bomn imposaible. The vnlun to OIA
“of mochanised index files of intellience inlormetion oammob
be over estimnbad, '

(2) Mo proocadure oatablianed for processing dosumonta

. % . ‘} : e " %, 2
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end the related proecdures Tor osondrel, allooalion wnd
distribution of docwacnby, have resulied la estima‘ed ane
mal savings of $200,000. These enomusl anvings alons
more than offuob the present aruual cost of ell punchede
card egquipnond and gupplies.

{3} Oasotieors of place namos covering I7 arenas sud
more thom 235,000 annog had boon produced ss of June 1950
and are sonbimung o bo produced at tho vrate of 12,000
nrios a woubhe The productlen of gazoltoors is tho only
ena of agveral phagos of the NIJ progran which la current
with the ssitablished progrem sehodulas Ono Shousand coplos
of onch gazobioor are published and it has boon e allinated
that 2o prozent publientlon cost ig ono-third of the cosb
of publismhing the gazetteors prior to ihe applleation of
she punchodwesed msthodae

{4) The tmok end periodioal subasription purchoge reoe
ord axintaived by the CIA Iibrsry waaz placed eon & punchods
enrd basio in 10406 Ag s rosulid of the inforsation awd
control provided by the punclodeonrd molhod, the coat of
tho ganual periodloal subzoriptions weg rodused by $1,200.
Peged on inforvetlon fumiched iIn monthly punchodecard

S roports, ndditionnl smmal ervings are bolng reallzed by
aoinioinios the nunber of parlodisal subsaripilons ab a
sdalmyts

(5} ‘The epplication of the punshedworrd nothod to CF4
Porgosmoel Resords snad the Appllennt Filo hea furaishesd 44
Porponmel Pivision with Inforaciion otherwise unobininable
ond bas poved o proal fly Ten~deide .

(G} ‘the work perforaad for the Jpacial Suppord Jtalfl
In epplying the paachedeosrd methold W0 ascouniing mid rocon
cillantion requiroaents of the reoomd physleal inventory of
' glovk In tho roqultsd in a 25X1
sulsbenlhlal saving or oo &oco porn, poraonaal timae  Tho
praseduras vasd poraitisd o estndlishwant of oconirols
wiioh would nod have been fzasibls wilor sonwmuel oparnilons

ce Tho adventazos lilzted o ove, and other intangiblo lonce
£its end sevinga, will eomblmue and wlll bo incranssd throvsha

{1} Tho econtinuous study of oxisling procadurse o delor=
ming meany of exvadlilsg s flow and progesalng of tha gource

r
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meterial and of inervessing the affisienay of manoal and
mipahins opovations.

{2) 1he davalopamnt and oxploiistion of now mediines
and wechino nothedes

Zrovislon hax baex nade for guoh devolopmont end rassarch
through Bhe uso of Tebluatisn Projocd ?lwmm in oach "ivislon
uging the ponghndeenrd nothiody

L L R
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AL

FRCATHE APPLICATIONY I'Y DIVIAOD00Y 8TAG

1. Dofintto advandasoy and both direct and intan oiblo gavizca
eaz "o obbolond by the applicatlion of the mmahod=onrd mothod of
aocotabineg, gtetistioal and rocord Jevaping ;m*rl aze wmanl 1% gheale
Do the r;nal of every wgsar of the mothod o ek 30 magh oxlensive
uss of hls maoidngss  HowoeTer, 46 1z both lnefficiont aud unoosnciile
oal o goply the moithod %o 8 )r@ blom or o & pard of a probles whilch
gan Lo perlornd bobbor Ly motlor 1‘“:_;'7@ of bunlnasy mooliing or 1n
go02 onoes, by namual mothodse IU 1o tho pructlee of $0ls Anong 7
npply or rocomaand the use of Lie mobl wd when tho ro ﬂ,ml s af & ar&:-t:,r
of exiabing or aoutampleted orocalurees show 4hat gav ings and veluile
adveateses will Le rmnm& by porforaing all or part of the murk by
moaan of punohodwenrdse The rocults of atudles wuads of the Joba dow

soribed beleow slow that delfinite sdvanter s wlll Le reallsed;

fie. CIA Ponik im Controls

Froooduras for maintsining & Position Qoutrol Por mmm ;ﬁ},
and Budzet Acuam%iﬂg parpmsos for deparimenbal and flald o
tione in all overt offices Yawe bomy dmmlolvad end will bo mr’a
sifoctive on conpletion of trisls now beolng conductods Taring
the trial poriod any defeths in 4t “mca:'!um woldeh appesr, will
bo remvdied so b At a {lry proceders: way bo made coorabive. The
wbonatie proparedlon of /0 ghoobs will he poussible as & by
produet of the oporatlone The edvaxbeges whiich will be realized

are &5 followss

(’1) A oloav coatrol will bo estabilshod over the aasisne
ment of pargonnel Lo established posll ifmm

(2} The mwmal posting of a noslilon control rocord in
the Budzes Offlos will bo elinlasheds

{3) AU %22 end of tle fimsal yeor or ob o 17 iz upmm
raionst, the Tudsned Mf{lce will be furalshed with e eooolebe
history of Yha acwrmmg of enach position established in CTA

’ This record in roquirod by the Durcaw of 4ho fwlpet in mzp«
port of {he ropest for funds for porponiol sorvieos ond io
oo oalned ‘n; lavorious manual moilibla on the parh of the
ontlye budnel stalf ovar & poriod of & mondh, Thoge hours
of olorieal time o1 the rm*% of high gnluried oaployoos will

Lo savede
(4) Ths comtrol will essurs that porsonnsl sorvices
funds are proporly ex;:m:zdmh _
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{5} The Fersounel Dirceflior, Porsomel (fficors and
tho Aduinisbrriive OfTicer in ench oiflce of CTA will be
walshed, on s soioflod basis, ceples chowing the namg
of tho porson cocupyln; exch pozitlos mnd all obhor poriie
nont porgariael dala rejulred for proper jersonnel Dancofe
mente  Thoso roporls will eliminate wany clerical hours
In sach of tho ofl'icode ' \

be  Dhyuleal Inventovy.

Tho wonlicntlon of ths punchodeosrd nothod o phrslenl 4rie
Ventory suvos Wine and assuros aocurady Lhroush oulornd Lepapaza B
glen of thw value of oneh itow, poralis 4ho endebllsivens of
atrieb coutrols which ere nol feasible undor e maousl Livia Bt M
amd prooily facllitnbes the work of reconcilinglon bobweoon

&

phyraienl eonnt and stoeck eard balsucos Phroush sutanatic aors e
aon of quanvitlos, wnit of issao, wait price and valuce Docinbe
Iy, tie punchoteonrd mothod was applisd o tho inventory of stock
Ixons conduoted by the Special Supportd Bbaff and resultad in a
substiontial saving of clerieal time ond acournoy of results which
otlwrwiss, could nok have Leom obiaslned. T work was periormed
by the Machino Debhods Division as & spocisl projsed withous
adiditional punchedwoard equipnent and neehing porsonnole Iha
Spoelal Support SEalDl now pless to physiecally cound onoebwolifih
of the uorohoune sbook each months The oount will he written

o punenodeesrd inventopy tickets wileh will Le forvarded wo the
Maonlne Mothods Divisien for weohine proosgsing aud iatsr tolulos
tlons of sll rocessery scocuniing reportas.  The slove procedurs
will be applled %o all CIA invesbories i€ this study is ayproved.

@e Stock Rocords.

Tha Spoelel uppord 24«0 hos rosussted that $ho panansd-card
nathod be anplied Yo thelr Stodk Tocord Accauntlng preblon and
o proddure hes beea developede Untll such tinms az punchodeensd
oguipnaat in Ingtalled wrlor the ooutral of 4he S33. the sachine
avaratioos w111 Lo porloracd In Nashine Wolhods Diviaslan, 790
Tho Llexibliity of Tho puncindwonrd method, nos lnherent in
oilior nothnde, wlll pernll the osteblishuend of stricd eunbwvols
aad Lo sedosatle prepuration of porlodleo reports end sanlysos
which will provide dolinite advanisgos, & fow of waleh arcs

(1) Botter vomtrol over recolps and dlstridubion of shock
i'&@mi . :
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(2) rodustion of lmwentmend In iavenborica Lo tho
Yowagt posaible point conslatent wilh reguireasstz, in
ardor to insure o gounbinuous supplye

(3) Yore ronlistie purchasing resulting from eccirate
faoto an do atogk balnnoeo and movenusnte

{2) Aocurate quantity sud valus balancesg rosulbing
from sutonabio compuistion whlch eliminates orrors of nsmusl
oaloulation.

(5) Autonable preparation of conplote sad sonprehone
give Stock Ftatug Haopords which will slwplify the chescklag
of lovenbories and asgure asourase cyela ghaskinge

The sase prosodurs will bo oxbonded 4o othor JIA Stook
Rocords wion approveds

de  Tayroll Accouniinge

‘ A nunehsdectrd procadira hag boun established for Whe 533
preoroll end & trilal mas of this precedurs han bem meda DJor
goveral poy norlods.  Soveral changaz in Lhe orlglsal proccoduva
Havo bem uede end it is now ready to be auplied o the endirs
259 vayrolle & Dotr of Wue Jofinits advantages whilch pay bo

ekt ” X5
reallzed Ly rungdng the payrell an a puithedecosd buola are &5
follomss '

(1) Complete control of &ll elemwobs effectlag the neb
sarnings of each eaployccs : :

{2) striking of trial baloaco ouch pay period of ell
clemmibs of pay prior o bhe sulodalle projurellon of Paye
" yall Journels, Zuployoo snd Alloties chuesks, Individunl
Pnployos Barnings Rocords mnd Trengler Lists for pogiing
orodita to Stabtion Pey Accountz, Insurance Accounis, Travel

Advancg Accounty, ohce

{3} Metridion of costs of porsounel serviess to veriocus
atabions and projechks. Totnl of oosts dlsbributad will be
gibonationlly balanced with Peyroll tobal for poy porlads

.

{4} Aubozmabie proporatinm, upon reguosh, of Frdas aariw

$n-am ond tax willihold, and %2 forag al tlw esd of the oaloen=
dar yoar foy Locone tax purposodg

{(6) Periodie fenluailon of Indlvidasl robirement eredits
roquired by tho Givil Jarvieco Comlsgiong
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2.

) Poyroll onrds uasd for porforming afoersmunbiongd
aogwubing funevions will bo svallallo upon rogasct Lor
posarabo od gonprahoasive statisiioal studics end annlyzes
of all olononts of rercoual sorvice ootoa such g overling
Laye rorsang poy, livian and querlora allswaenz, doncnde
ency sllowenoca, advaaces of varlous typos, obs. Thoeoo
wimlyiical atudleg cunned be obialusd wder o moyuel or
pod=aamanl sothod withoud the unoconoaieal sapondilure of
Tine and olfork.

{(?) Cogt of suditlug nernonnal gsorvice costs by indie
vidunls, gbatlonz, snd projfocks wlll be pgrestly roduced
tiweurh the atllity to muSosetleslly sssodlo poreonal coxt
data offecting any individuel, stabhilon or projosts

{8 Eolisvo presant reyroll sostlon employess of timo
roegulred to propors speclal raporis upon roguest of the
Dircotor and ble atall end others, thus enabling thom to
dovote thelr oative tine Yo dhe proparation of pryroll
ehan0te

Paconpe of the Righly scnsliive naiurs of 19 Spesial Sure
port $5aff Payroll, 1% wea beon deoided 4ket $he poyroll werlk
ghould not bo porlormed on o punchodecard basig unitlil sachinag
end operating porasomel oo losatod in T Building under 4he adaines
fatrabion of the 505«

GONFIDENTIAL
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FUTURE ArPLISATIONS

1. Thore are many acoounding and resord kespins Jobn and Intole
ligenoo pretlens now boelns perloraed YWy meaavnd or ponleoenual mothods
to rhiah $he punchedeanrd sothod alcilt Do anpliend wilth resulbant save
Torsy rroabor aooursoy, greator spood in obbaining ond resalbs dnd
nore eesplete alsrantlone  Sone ol those problomy havo baon revievod
in ouflicient dotall to vesogmico $hat doliniio ndvnulogzes vill acerue
Trnrowh Gha oo of e motlwd, ond othwrs are of o Lype which sre
ususlly porlorned by the punchadwonrd mothed whon tho volume of worlk
iz suifiolonte The prosoat procoduros must bs studloed more thorourhly
belors puesunedaiions can Lo andoe Alzo, Ywro are vbry disiings
bozsiite o be derived throush broadwiing the seone of prossatly ecbabe
lighed procodures o iuclude those parks of oz oubire probles zuill bow
ing perfersed by maousl or sonlensnusl rolthodse As hag besn sbale
parlier in $his ropori, the govorel Tabulalion Projoued Flonners aro
ewero of the posalbllity of exbendiog pregsont procoduros and are dovolnpe
ing the avcoegaary proveduras. The prinelpal rossons why such rrocedures
aave not alrosdy bosn made effoctive fa (o) dus %o the absonce of well
trained saehiine eporating perasownal, tslulsiion projeet plennnry heve
been rejulred o oporato machlnes sad thorefore have not baon g:.lo to
dovots thelr enbire time to development werky (b) some baale procoiures
era juast now reaching Lhad point in tholr Jovelopmont where plenned
oxtorislong can be aude elfoctive; and () somo astivities ero walting
clonrsnce of operaling porzeonnal, snd cannol asowse sny alditional
wort londs These Jiffleuliles are not uncomam 4o a growing inshal lae
tion and will Yo overcons s g additionnl gporailug poersemel report for
duty and beosng proflolent in waching opsration and fhoroughly fsmiliar
with prosedurog; aad as Uhw bagls grocodures bocomo shabllized,

2e Immadiate bonofidsz can Lo realized from, aad cur offort should
b directed terwrd making effovbive, the followlngs

ae  Pozitlom Control - dizcugsed In Teb Bobo be nado elloalive .
X F et

soon for depactaontal ead fleld positions kn the overt oilicon.
Should bo extonded Yo inclule ooverd ofi'ioos at an curly dato.

slenl Ta.enbory « ca Jdlceussed in Teb B, this work has
el N

baen guccodalully perioraod fop Gpeoind Support hafl and shenld
ba omploysd when invenbory eof ovord sbock is tolone

e Stock Rogords = ag atated in Tadb B, procodaros aro now bow
ing dovolopod and will be mnde offective in July 1350+ As zoon B
the procedurss have beon perflecbod through sctual opsration, Tthey
should be oxlended to imcludo all CIA stook record e
‘i
GUNFIDENTIAL
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neconntlng. It s eatimatod thab this cor bo accoxplished by
early 1001e '

tde  Yronorty Dasord Accouatling - Thisg applicaiion w1l bo
dovelopsd in cmjunsenion with who SLock Resord applicsaiivne
It conslabe of establistduyn & onrd roeord of noneorronsnbla

ri

Lo valldrasm fron sbeck and glurnod 40 Acosunbeble APlicorde
Liosa of itens oherged o ench sserundk will bo watorssically
preporsd periodicdlly or upoa roguest, and furnisied 4o onch
Accountable Villcores Hamual records now malntained in ench
office will be elialanted, oore scourate md up to date rocords
will Lo esteblished, sad a roduciion in thw nunbor of itens
ammunlly writton ofl w1ll rasulbe Tho mavines which will he
renlized sanuot be aceuraboly esbinnied nl thie tima. Thic ane
plicntion will e made el foctive concurrenily with tho Stock
Heocord Applientio.

e dranaration of ook Catialor « Ths 853 i rovising $ie
glock miIhurs s LUROHCLG e Sy waone aboek itons which cono
wider ibg comlrence. Thea thw revislos job is conploted, &%
wlll be nesansary ond deslrible o publish a stosk catulor by
s oaathod whish wlll porndt new papors 4o be published as now itema
ol g back ore addads Thig romulr mand hos boon siadlsd ond 15 bas
bean detarmingd Und bopwina of the lousih ond $ipa of doner
rorsirad Jop sany sboni dbeti, the mdressosrazh mothod would bo
mors fossible Shan the sunchodessed mathods JAddromsorrs-ix oruipm
ey ornod by e dpenoy is adesusto for the Job end will o vsode
Tho worl of axbeblishing W originel wddrosaogresh nleloa for
anpredratoly P00 it%ena will bo tha nost ftlo-cwouriiar serd of
W Jobe  The wardk will be slorbed s soon ps rovised siook nipme

k]

bers and nosmmelature are svellable In Aupusy 1350,

Y

Lo Porauwiel Losountlyr - Dofianlis soviscs in eloriccl (i,
and tho provuchion of essonsinl persomael datm and ststiptics
&re bolug roalisned Lean the ourreat sppiicniion of he punchode
cerd wobhod Lo Forsonnel Accounbing remirenonts. Furiior save
oo and edventapos will e reslized es dhe aoplicntion i oxlioide
ade  Tho oxtensloas have bem Jlooussod and spprovod by the evw
surial D0Tics end wre pluimed Lo b nade offockive during the
conrse of 1000. Tha rersonanl Aocounting Application hne hoen
e3lallished for the Adniniplrolive Htaff and to 8 limitod extant
for the Opeclsl Suppord Stalfe Thon a mzeliine Inatalleslon 1
aedo in Y Ballding the prosedure eown be axtonded to iscluds all
833 rogrirensats and tho prosoat sovings aund sdvantagzes will be
increvsed Lworabye

g« The applicaftions listsd avove sare wejor in charccier mnd
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will roquire considernble worl: end conceatration of eflort.
It ta our roal %o heve tiwse jobs lnstallad and oporsting by
oarly Plsonl Year 19051e

Ze Dihor coplloabiong of an acdmmiing snd rocord kecping
aatuars will be mirveryad end resonzendations will He nmada oa 4he
baals of the swrvey findlagse Includod 1o thils calogory aros

e TS Accounbiug which offers delinive pogelibilivies
Por advactiaraaniy appllication of the weilods '

e Tu S indellinoncs field two nador projeots will be
aghuliod sy Dollovws

{1} 0% ia imerested in adupbing Sho puschodecard
spihnd e dholr partlioular moods end 1o eapoclally faborosls
ad in Lo sov "Irmen” anehodsenrd asthod of indexlnn and
npoducing chabvacts of intellipoacs Inlommiions The'Dysen®

(= <
mashines will be prodaced by the Internsilissal Rusinaos
Tmehinns Corporsblions Sineo Ui ssoaineg sre stlll in the
fovelopamb slage, vary 1ltle Informwblon ls roloesod
ammcaornlag s o.srabion sad poleavial of fue wnchinos and

Cobhodze  Ib hma Peon sunoshbod diadt A demonstratliog of the
machdass and method Lo ervanged so thab Tila Ajenoy sy obhe
Hedn o therourh undargtanding of he oporation aad pobuniial
of tno Dyson awaehluose Tl IRM Sorporoilon has cosncarvoed
and will Infoera the A‘)/ 06D ss 4o whon guth o deasnebraiion
can bo belds Alker obisining thls Jundesontal iaforrellen
i avelunsion of the valuw of epplying the nothod to the 43I
proulon dan be nadie

{2} The applicabion of e punchedecard molhod Lo the
apecial fndexlapy protlans in tho S0 Roglstry was roviedod
guoad mweatho asoe It wag fouomgd thal gorbnin phases of ths
Joty wouldd beve boon dlleuls Yo solvo with sianderd aneiode
cord onGyont evalleble o that tinse Sinee Chen new
punchadeonrd sqailyaent has boon dovelepnde Tho unw Guipe
sk hs oavasially weall odarted 4o the Rooiaberyta provlong
and will gvercoms bus Alflicultien provioualy egesunferuds
A& detallod 2 dudy of thosoe prodlems will Lo wads ag zom s
vaguivle and procoduras will be doveloped eroursd Ghe uase of
Ghe new ooipaonts IV le our onlolon wa can apely ueoliine
movhods 4o the Bosiobry and rader e groatly loproved sorve
oo Tho Asslotend Directior for Speclsl Oporatlons la very
aloug lor Phia Lo Lo donos
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te Foroipgn Drondenst Informwbion Divislon Iistin: of radio .
fraoguonelens :

da  Key rostor showiasg 1ist of luy Azency poslticns and el d ]
sonnel quallliod to £411 the positions.
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UTELTEATION OF JiRg0vaat,, SCACHE AWD RYIIPRNR

le Prosent Installatlong.

Re ALl punciedwonrd installatliens sre now located in four
aaparato offleey and are porforiing the typo of work as followss

i{fn’i”lﬂﬁ: IDGATION 55
09/ I south Pldge Bon-goversmontal swiroes
otn/Blozraptite Ropigbor M Bldze Blogrephle Indoxos
In‘ustriel Rognlator M Bldp. Indusirinl Indorea
Hephing Yothods Dive M Oldr, Dogrmniary Iadox
Enohiine Wokhods Dive ¥ 51dns Oraphics Indox
Foching dothods Dive I Bldge ¥HIn Indox
Vachiling Uothoda Dlvae 3 Rl s0nsoblinors
Hechlag Febhods Dive 3 510 Aduinistrative Frojects
ane A 4 ¢ Ndne Clazalifiad
sufComnmiontions L Bldze©  Glassified

*for purpopes of efflolont eperablon the key punching of cenolitoor
ourds ls porforasd do 4o Board of Coopravhile Banves, South Ine
torlor Bulldinge Unchlnes and porsonnel are $hose of Pnehing .
Aovords Divisions

Te OO0 Ima %00 most oxbeusive Installnilon and is proccesing
The sroatent volung of worke A pool of tnbulafing msohines hos
beon extabidched In OO0 and iz usod in counonm By the Blosrashde
Poplater, ludusirisl Reglstor and Vechineg lothods Divisione The
pooling of moohines la woat econcmienl and & hish aashine ugpoare
foobor i ohiained, thoraly roducing coslse

cw Tha | [0 poarSicliated in tho 90D maohine

paind uutil its offlear wore movod o South Buildinr. It wes docided
e b

&b that Sine that for rengons of soourity annd efflelensy of o0
operation, recshines ghould be insialled in Scobh Bullding.

de A aoparabe mnd comleto maching lustalletion was established
for the Special Resenrch Contor beomise the matére of the work
rogquired thabt 1% Le perlorasd sovoaraloly.

ee Tho Commanleations Pivisian/3  haa ma tusinllation of sna
privting suneh end ono sorting mashine.s It is nlsuned to incroase

his installation to a full coaplenent of maohiinose.
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Ze Iropozal Installeblove

we Ap mtnbed in Tebs A, D tad €, Lthure sre vary dofinile
advantoses $o be palnod throush i epnlicalion of T e punchode
enrd mathod to Feraoniel Rocerding Accomblag, e woll Locwariim
Ingg nod fhysieel Invesbory end Stock Rocord Socembinn and 48
rag beou recoomended that tinge sarplicationa be osdnblished for
Spoelal Support Staf’f as soon sz possibles Hovever, Lo 955
agoures roecords are of sueh naturs that thoy shonld oot bo row
movod roa toelr lossbicn in L Dudlding for processiczge Thoroe
fora, o machlne insbellistion in § fullding %o hondle Loth ovaert
mad eovert a‘ministrotlive work for the lgency bas heon propasode

b For rougons deserilked siove, 1% is notossary to ostablish
aeporete anchine Inatalletlions IC CIA L2 %o tohe innsdlate sdvane
tago of thy incronsed efficionay and anvinze which oan romuli
from exbanalon of the pacchedeoard nethod fawonghout CIA, Thorose
Poru, 1% 1ls proposed thads :

(1} surftielent nuwdber and t,po of machine reswired o
poarlora Tor CIA Pergomisl Reoord Aceosurhing, Payvoll Acoailbe
fum snd Fliyalend Dnvenbory end Stock Record Acesunbine Lo ine
stelled i L Ballding wnder the adalnigbrative Coatrol of the
Spaclial Supnort 3Lalls : :

(2) 4he proewdurcs exiaBlished for thooe Jobs be dovalenad
e Lont fhoy can o axionded o sover like woarl perforand by

% gt

A . b, . rEoL, Ak
tho Adsinlelrabive 35020

(3) dwing tho serled repired $o cunploie the anlicalion
off such Job In 338, bhw work now being porleroed by the Addide
lgbrative rojects Dranch, ehine Msthods Division, 00D, 1o
eontiinwedy

, {4) ax sooz as ench Job In 237 has been eomplotaly instelled,
1 work bolmg porierasd in U0 for $he Alniniatrasive Stald
be trensforrod do 4he S35 installationg

(6) when nl) CITA alalnlstrative werk is belny periorcd by
the 95 instellantlen thas the Aduinistreative Frejeet Traach he
dimostellisheds (A6 thai tine Lths porgoancl reasindng in whe
,.-&d;z:irsijatmﬁwa Dronch will bo vransferred 4o the 358 installee
Lione

0e  Some of thoe bopolita to ba dorived from tidis plan are as
followss '

MEinra
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(1) 7The gz 1nat'n11a'ticn will procoss oaly adninicstree
tive applicationge

(2) The procodures to te estenhlished for voushorwd and
unvonchared Jobs will bo ihs nsame whilch willpermaid the
gohaeduling of all machlte spereiions.

{(2) Tup mechline porsonsel will be tralned on &ll joba
theraby poraitfing Llexibility in the sssimmmont of worie

(1) Bevisions of existlap pravmﬁiurau snd dovelopunont of
nery nroctduras sud melnods For bobh vouchorod md wnvouchorsd
TR oan noye easily Lo effovhed w Lth all worls hedny performad
in e gauoe shope :

> v

’Jz'e The groeabost utilization of pobonbial rmchine %Ling, el $horo=
fore tha o3t oo mfmmal uae of nuehlisess Is shlalned theouh o oglnbe
Lighoent of a cenbral machlue podl vhers sulficlout nmushinea are ine
gtalled to porform tiwp *mmmmi-v sord wark of all opersting offices.

A vodified veralon of such a pool 1s now eateblimwd in 00D, v;::e,ra Lhe
worke of four Rozisters and OIa adninistralive worz is now beinp p
forvede  VTowover, full cemtralizstion of mnchinsg operations In ul‘fz ia
neb foasible in ¢iflorent bulldinge nob adjinvoent Ho onech &‘i‘i"—;ﬂx‘; AOCUT®
corwindeatinog facilitles botresn the opsrating ofiicos and the contral
smehing Anaballablion ero nob avallsbiop nnd 44 Bsa boon dotorninod that
eortain ng-zwlimbla =aferial should netd Yo ronoved frog She Walldiazs
whares gorm ol Lhe me"mmr; olfleag are loosiods A coniralized sachine
diviglon for CIA would o fecolible L CT& i3 ovor hummi in ouo bullde

inge

fo  WILh tho eslnblistrwnd of & maching groep in L Bullding, $rore
‘zﬁ 11l vo five smnm*a ingtallations looabed Ia vsrlous buildingg and
Lhe rraviag need for contvelisod miporvision snd cfmmbmc,lm af 01l
;33.:::::«0:“-«:@& aotivitles withln $ho Asancy will bapmw iowedinio. To
Argasaary marrrision md casrdinniion con bo obbalned by the ogiatliche
avab ol a f*'m‘“i‘w plasalng'and ucamr"mwwrm preap et the S36alf lovale
Thrsoh saeh e *:,m ilzed en.w islon and coar 1l~‘&m»)= ionm, telulasion orojoct
plomora assignod w0 the soveral insbullabions will not be isolntod from
ool obhar aad Ve Dollowing fwvieable resulte of direeted sobivity will
bo achioveds

ne  Eilminnlion of Suplleailon of dovelopmend and plansing
afforts :

be Tho éstablishmont of coordinated procodurcas.
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{c) niformity im cporating regeiromonts aad olenlnrdd.
{2) Provesds nissppllontion of the punchodecard mothods
(o) Distridution of machines on workwload busice

(i‘) Realization of waximam ratlor thon Lhe minlme Lonoe
fite Whprough interchange of t.avcslammt and eparsting idensa

B el

GOREI EE&’ i
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